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AGENDA – Managing Open Enrollment
• Questions to Consider
• Set up
• Testing 

Feel free to ask questions during the session or use the 
Q&A icon in the bottom of your screen to submit them

mailto:Randy.macleod@mosaic-cg.com


QUESTIONS TO CONSIDER

ANALYSIS QUESTIONS TO CONSIDER:

1. Have you ever used Open Enrollment or Life Events?

2. What is the plan year effective date?

3. Will Open Enrollment be Active or Passive? 

4. How many pay frequencies are there? 

5. Are pay dates on the same day?

6. What benefits will be included?

7. Do you have benefit vendor interfaces in place or will you need new ones?

8. Are there new benefit plans or vendors?



TITLEPENDING EFFECTIVE DATE

PENDING EFFECTIVE DATE:
The date employee records will be updated with 
employee elections. It is a major driving force in 
Open Enrollment and has to be determined before 
Open Enrollment configuration can begin. 

PENDING EFFECTIVE ESTIMATOR

Contact your payroll team



BUSINESS RULES

INCLUDED BUSINESS RULES FOR OE

• Deduction/Benefit Groups

• Benefit Options

• Deduction Codes



SESSION SETUP



EXAMPLE



EXAMPLE



SESSION SETUP

SESSION MESSAGING: 

• Links

• Documents

• Pictures



PLAN TYPES AND PLANS
EMPLOYEE ELECTION IS REQUIRED 

DETERMINE ALL BENEFIT PLANS 



TITLESESSION QUALIFIERS
QUALIFIERS:
Qualifiers are a method of segmenting out Deduction/Benefit 
Groups based on additional parameters

PRO TIP: Always add Active and Leave of Absence as qualifiers to prevent Terminated employees 
from displaying in the session.



TESTING OPEN ENROLLMENT



BENEFICIARIES & DEPENDENTS

THIS TAB IS NOT IN TEST MODE!



TESTING

 Decline buttons
 Plan rates
 Plan names
 Plan messaging
 FSA Maximums
 Age limits
 Valid dependent relationships
 Any Open Enrollment customs

THOROUGH TESTING SHOULD INCLUDE: RE-SET ELECTIONS AFTER TESTING:



TITLELIVE MODE
DURING LIVE SESSION:
• Admin can re-open elections if necessary
• Admin can send e-mails by status



BI REPORTS
Path to BI Reports: 
Team content > UltiPro BI Content > UltiPro BI Content for Core 
HR and Payroll > UltiPro Delivered Reports > Open Enrollment 
Reports Folder



INTERFACES 

Interfaces – Sending Open Enrollment Data to Vendors

• Occurs after all employee elections have been made

• Occurs after administrators have audited data

• NO employee elections should be entered after data is sent



TAKEAWAYS

ADDITIONAL NOTES:
• New Vendors / interfaces need to addressed EARLY

• Session open and close dates can be changed after go-live

• The only thing that cannot be changed during OE configuration is the Pending Effective 

Date

• Open Enrollment Sessions cannot be copied from year to year, it is a new configuration 

each year

• Mosaic recommends Active enrollment sessions to ensure all employees are aware of all 

benefits, HR has audit of elections for all, vendors receive full election files

• Rate changes do not need to be solidified prior to starting configuration

• The Deduction Stop Utility must be executed after the last pay of the plan year but before

the pending effective date
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